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~ c /  APPLICATION FOR RECORDS RETENTION SCHEDULE 
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For instrunions M) completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone- (404) 656-4976 
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1. GEORXDEPARTMEFOF HZAN RZGRCES -[-- Office of Dis tr ic t  Programs 

DHR-33 
. Pamn w Conucf 
Ms. Mary Frances Radcliffe 

. Action ReqMnOd 

Child Development Section 
618 Ponce de Leon Avenue, N . E .  
Atlanta, Georgia 30308 

August 3, 1979 
gplicnion N u W r  

-.- 
Working Tith 

__-. - . 
Administrative - Officer .. l_ll . 

name of sect ion and f i l e s  ser ies  to show: 
a. 0 btablish Rantion ssheduh; d will continua m nCaJmulae. 
b. 0 Diipow of pmmt . a u m u t a t i ~ ;  M furtha nCaJmukt.m mticipaed. 
L a Amend Application No. 76-120-A Checkone: B ch.nge; 0 Supercede; 0 Void 

Child Development 

- __I.-- --_I_F-I~-.. 
6. Records Suior Tnk nDlbwsd by UIlO &In oWh: it diffmntl -- 

Child Development Financial and Budget F i l e s  
.- - ___-I__ ... 

. Dnnofssrkm 

Mint 

. Divion ihd Lice F&iM wht iI tho function of tho Division and tho O f f i i  in which this mard ria is mated? 
- 

-.I_ l.__ _I____ 

'. Rmcords Sarior Dncriptbn 
Documents relating to: 

This file contains tho following documents (indvds form numberr md tit&$, ifuryt: Attnch pimples of the file. 

Included are: 
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APP~ICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: Sm Publication NO. 78-RM-1 for instructions on mrnpletinb thia form. Forwwd h n e d  orkinsl to - -  - 
D o ~ r t m n t  of ArChiws and History, Racotdr Management Division, 330 Capitol Awnm, Adme, Georgia, 30334. 
Attention: Schdulina Soction. 

ment of Human Resources 
ministration - Constract Ser- 

vices Unit - 618 Ponce de Leon Ave., N.E. 
Atlanta, Georgia 30306 .i . .~ 

894-5681 , 
Ms. Mary Frances Radcliffe Administrative Officer 

Georgia Department of Human Resources 
Title XX Administration - Constract Ser- 
vices Unit - 618 Ponce de Leon Ave., N.E. 
Atlanta, Georgia 30306 

Ms. Mary Frances Radcliffe Administ rat ive Off ic 

M R  R E C W W  MANAGEMENT USE 

76- 120- Fs 
cOmPl.(gd 

Talophono Numbor 
er 894-5681 

....... ..... 
GflkSt Lam 
197 1 I to date CONTRACT SERVICES FINANCIAL AND BUDGET FILES . 

6. DE*irbn rid Onla Funcfion 
Title M, of the- Social Secufity Act, is a 'law which provides social services ,such As day car 
foster care, protective services to abused and neglected children and adults; 
the elderly in the community. In Georgia, Title XX programs are administered by DHR. The 
goals of Title XX services are: self-support self sufficiency; preventing abuse and 
neglect; preventing unnecessary institutional care; and providing institutional care when 
necessary. Persons eligible for Title XX services are: recipients of aid to families with 
dependent children (AFDC); recipients of supplemental security income (SSI): and indivi- 
duals with low income. 
Contract Services Unit is responsible for the purchase of services for low-income families 
and individuals. These services are provided to current, former, and potential recipients of 
public welfare; for developing policy procedures, recommending policy changes, and making 
determination that services Durchased COmDfV with Federal rermlations. 

What is tho function Of tha Oividon and the mien in whtch this r w d  wia 1s ereaM-1 

and meals to 

. -  I 

7. Raawd Sork, Dowiption This fib contains the following docurmntl (include form numbenmd ridm, if any): 
Atmeh wmdm of tho file. 

Documsntsrriatingm: monitoring contracted organizations for determining compliance with - 
Title XX regulations. 

Included are: FINANCIAL - form OAS(2)-45 (Rev.3-76) (Special Encumbrance Code Sheet for 
Contract Payments) is a request for payment on the contract and gives status of contract 
such as total contract, total payments prior months, dollar value this payment, certi- 
fied cost, and unpaid amount of the contract: form CFERT-2 (Monthly Statement of Receipts 
and Expenditures-Title XX) is an item listing of expenditures showing expenditures for 
current month and year to date, such as personnel expenditures, consultant fees, utili- 
tie8,'and equipment--also shown on this report is cash i-eceived for the month from DHR, 
USDA Food, contributions, other sources--and monthly day-by-day attendance report, shokt- 
ing each day number (of students) attending, number excused sick and number excused ab- 
sence and total for month. DSS/CSU (11/75) 'C' (Report on Eligibility Status of Clients) 
shows client eligibility by category and number and total clients served for period ~ 

thereunder, by 
type of service provided; 

- 

File iaarraned: numerically by control number assigned by Contract Services. 
thereunder by contract period. 
i 

3. Monthly Rofwana Rate . How often are records referred to wh~ch are: 

., 

, .. 
.. 

I 
i 
I 

~ ,> , 2' 

.. 

I 

- 



8. & b , b W  yan. d. Audit p i o d  yean. 
b. Stlm of llmiatlan Y l l t n .  e. Administrati? need YMn. 
a W u a l k w '  Yew. * f. Federal reontion inmudons Yean. 

Anich c ~ p y  or t x m  of low8 or ngulations. Explain rdminimativa md. :' 

5 

i - . .  

Federal'Management Circular - FMC 74-7 
.IUniform administrative re,quirePnts. for grants-in-aid to S t a t e  and Local GovernFnJs --:. . ' 

r ~ . I . ~  c ' .- -. . .  . .  _Retention and  custodial Requirements for Records I - . , . 
- . .  . . . . . . . . .  , -  ,., 

1~ - .  
12 o p ~ ~ r l  D b & i o n  +tmctions 

g. +told in & anrtnt files upr 
0 Transfer to loal holding &a; hold vcsr(r); mm . . . . . . . .  . .  

a TrEdw tq Sun Reqordr Clntar;.hoid 

0 Trmder to SUI! &ch'iwrfor prmarieni retention. - ~. . ,  : -_ . .  . .  

0 owr Iswdw 

... .This agency recomtyncts thpt th file soriel tm M oft at f?B.nd of--:_ . ~ ~ ,- . - .. . . .  . .  ~. . : . .~ . .  ~. .~ , . - 
. . . .  . . .  - .. ~ .. ..1: . . . . .  d CIlendrr Yeor;.& Fiscal Year; 0 Other men.'. 

' c 
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. .  .. . . .~ . * I  . . m & t h i  - year(s);then. 1~ 
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-.'Them inmuqions. ipply to all prior and f u m  accumulations of the sir. - -  . . .  ? -  . .  ._  
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Application for Records Retention Schedule 
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Application for Records Retention Schedule 

Ggorgia Department of Human Resources 
CONTRACT SERVICES FINANCIAL AND BUDGET FILES Page 3 

Cont inuat i o u a x  

7. for report to DHR Title XX Administration Office; and form SP-122 (6-22) 
(Monthly Report on WIN Children Receiving Care in Funded Day Care Facilities), 
a listing by name of facility, project number, name of child and case number; 
and unnumbered form (GDHR Monthly Report of Certified Cost) shows total accumu- 
lated cost for particular month, contract name of program, control number, 
monthly amount approved in budget for building, transportation and number of 
children (1/12 annual cost), cost for personnel by name, title, % of time, and 
monthly salary, and other approved certified costs by category and actual 
amount, and totals, date, and signature of administrator or director of the 
facility. PROPOSAL - states type of services to be provided; name of program; 
legal name of administrative organization; date; total budget (local cash 
donation, certified cost, and total local share); number of clients to be 
served and age range; location of program; graphic area to be served; eligi- 
bility requirement of those to be served; and list of services to be provided; 

’’ name of each employee, position to which employee assigned, and qualification of 
the employee to carry out the responsibility of the position; general descrip- 

and schedule for daily activity. 
_ _  

tion of and specific duties of each position; 
Financial Annex gives funding information to contract by name, beginning and 
ending dates in effect; amount of contract showing amount to be paid by Federal, 
State, and other sources, fund codes, and letters of comitment; policies, pro- 
cedures and regulations of contracted service and proof that business mehts 
legal requirements; contract between DHR and contracted facility; revisions to 
contract; notice of transfer of funds from Governor’s Emergency Fund to program 
and expenditure plan for those funds; and related correspondence. 
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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AN0 HISTORY 

RECORDS MANAGEMENT OiVISlON 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

Documents relating to: the e s t a b l i s h m e n t  and a d m i n i s t r a t i o n  o f  p u b l i c  a s s i s t a n c e  service programs 
(Day Care  Centers, Senior C i t i z e n  Centers, Drug T r e a t m e n t  Centers, etc.) a s  c o n t r a c t e d  so 
service o r g a n i z a t i o n s  (Model C i t i e s ,  p u b l i c  sc&ol s y s t e m s , ; e t c ) ,  b y  'the Depkrtmeng of Human ' 

lndudad ere: but not 
f o r .  the program,  
p e r t a i n i n g  to the p r o g r e s s  pf.-e~@S?nij -progi%i,- m e e i f o r i n g  reports r e q u i r e d  b y  Federa l  
r e g u l a t i o n s  - _to - -v&--&&&e to  g u i  delinesi and supportlnp-7-ts. 

. 
~~~ -~ 

1s i n  n a r r a t i v e  ?Grmt-- ' n g  the need Resourc*es.  
e o r m e d ,  c o n t r a c t  for  service, p a p e r s  

- .,.i -~ 

.. ' INSTRUCTIONS: Sea Publicstion No. 76-RM-1 for instructions on completing this form. Forward signed original to 

Depar tment  of Human Resourcek  
T i t l e  XX A d m i n i s t r a t i o n  

Appllatlon N u m k  

-.-I 

2. k r m  to Contaa 
John Howell 

Working Tine 

1. 0 Enabiisn Retention Schedule: record will continue to accumulate. 

T i t l e  X X  o f  the S o c i a l  S e c u r i t y  A c t  i s  a l a w  wh ich  p r o v i d e s  s o c i a l  services s u c h  as  day  c a r e ,  
foster care', p r o t e c t i v e  services to  abused  and n e g l e c t e d  children and a d u l t s  and m e a l s  t o  
the e l d e r l y  i n  y o u r  community .  
Depar tment  o f  Human R e s o u r c e s .  T h e  g o a l s  o f  T i t l e  X X  services a r e ;  s e l f - s u p p o r t ,  se l f -  
s u f f i c i e n c y ,  p r e v e n t i n g  z b u s e  and n e g l e c t ,  p r e v e n t i n g  u n n e c e s s a r y  i n s t i t u t i o n a l  care, p r o v i d -  

~ 

In Georg ia  T i t l e '  X X  programs a r e  a d m i n i s t e r e d  b y  the Georg ia  

issrl', . i n d S i v j d u a l s ~  w i t k  l o w  i ncome .  . . .  
~ 

L . .. ~ 

(See A t t a c h e d  Sheet) 

- 
( c o n t i n u e d - p a g e  3) 

File isarranged: n u m e r i c a l l y  b y  control numbers  a s s i g n e d  b y  u n i t  or  
i 

. a l p h a b e t i c a l l y  b y  c o n t r a c t  n a m e .  I .. 1 .., 
; Thirteen to twenty-four months old ___ -_, 

How often are records referred to which are? 
10 . Seven to twelve months old ' 10 One to six months old 

twentv-five months and older 2 ? 
___l__ 

9. Annual Rate of Accumulation of Records 
LettwJza drawers ; Legul-size draweis -. . ' ;Shelves ;Other (specify) - 



h. Is there l duplication of th is  series in your office, or in another office or agency? 
X . I f C o n t r a c t i n q  ~ Agency - 

years. ~ ~ - ~ 4. Audit period . ~-.-A ~ ~ ~- 
b. Stam of limitation e. Administrative need 

f. Federal retention instructions 

I ., 
.. ._ 

. .  . .  -- 

0 Hold in the currrnt files area month(r) year(d; then 
0 Trentfer to local holding area; hold 
0 Trensfr to State Reeordr Center: hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

year(r); then 
yearb); then 

I ~ " d , V " \ ' L &  L, I __- Program F i l e s  ( I n c l u d e s  programs proposed  b y  not f u n d e d )  - C u t - o f f  f i l e  a t  the end o f  e a c h  

I f i s c a l  y e a r ;  h o l d  i n  c u r r e n t  f i l e s  
a r e a  1 y e a r ;  then retire to S t a t e  . 
Archives for  permanent  retention. 

~ _. ~- .. ~~ ~ .~ . _  __  
~ - - .~ ~ - .  .. .~ ~. L & L &  sa&8s c,L;a;c:&i\. . < , -. 

Y' ' , 'Monitoring F i l e s  , - , C u t - o f f  f i l e  a t  the end o f  e a c h  
f i s c a l  y e a r ;  h o l d  i n  c u r r e n t  f i l e s  

, .. a r e a  1 y e a r ;  then t r a n s f e r  t o  the 
.~~ . S t a t e  Records  Center, h o l d  for 5 . y e a r s ;  then d e s t r o y .  

~. . I r .  I c .- i 
These i n i h t i o n t  apply to a l l  prior and future accumulations of the series. 

Rrcommendations in para- 
graph 12 are approved. 
(If diwpproved, attach letter 
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.. Deapr tment  o f  Human R e s o u r c e s  
, ‘ T i t l e  X X  A d m i n i s t r a t i o n  

C o n t r a c t  Services U n i t  
618 Ponce d e  Leon 
A t l a n t a ,  Ga. 

Page 3 

#6 ( c o n t i n u e d )  

C o n t r a c t  Services U n i t  i s  responsible for  the p u r c h a s e  o f  services for low-income 
f a m i l i e s  a n d  i n d i v i d u a l s ,  wh ich  a r e  p r o v i d e d  to c u r r e n t ,  f o r m e r  and p o t e n t i a l  
r e c i p i e n t s  o f  p u b l i c  w e l f a r e ;  for  d e v e l o p i n g  p o l i c y  m a t e r i a l ,  recommending p o l i c y  
c h a n g e s ,  and make d e t e r m i n a t i o n  t h a t  services purchased  comply  w i t h  Federa l  
r e g u l a t i o n s .  

#7 ( c o n t i n u e d )  
q1)- 10- R cOK+ad 

Program F i l e s  t o  i n c l u d e  bu t  not l i m i t e d t o  a r e :  

1. C o n t r a c t  Proposa l  

a .  
b. 

d .  
e. 
f .  
9. 
h. 
i .  

k .  
1. 
m. 
n. 

P. 
4. 
r. 

C. 

j. 

0. 

S. 
t. 
U .  
V. 

W .  

Service D e l i v e r y  S i t e s  
Service Definition 
Program S t a f f  
A d v i s o r y  Committee 
S t a f f  T r a i n i n g  
D e t a i l e d  b u d g e t  - Personnel costs 
Donor i n d i v i d u a l s  & o r g a n i z a t i o n s  
S t a t e  l i c e n s i n g  r e q u i r e m e n t  
F i d e l i t y  Bond 
A s s u r a n c e  o f  c o m p l i a n c e  w i t h  T i t l e  VI o f  the C i v i l  R i g h t s  A c t  of 1964 
S t a t e m e n t  o f  Comparable R e n t  
C e r t i f i e d  C o s t  Supp lemen t  
Equipment  Supp lemen t  R e q d e s t  
Pub1 i c  B u i l  d i n g - C e r t i  f i e d  Cost 
Day Care  Supplement-Summary 
Employee C l a s s i f i c a t i o n  
C o n t r a c t  Services Merit S y s t e m  C l a s s i f i c a t i o n  
Cl ients  R e c e i v i n g  Services R e p o r t  F o r m  
R e p o r t  on E l i g i b i l i t y  S t a t u s  of Clients  Served 
C o n t r a c t  Services Personnel Work Sheet 
T i t l e  X X  Service 
R e q u e s t  for F i n a n c i a l  Information/Authorization to R e l e a s e  I n f o r m a t i o n /  
C e r t i f i c a t i o n  o f  F i n a n c i a l  Information 
Fami ly  A p p l i c a t i o n  f o r  T i t l e  X X  S o c i a l  Services (DCS/SSS-462) 

2. C o n t r a c t  Be tween  DHR and C o n t r a c t i n g  Agency  

a .  N o t i f i c a t i o n  o f  C o n t r a c t  for  Purchase  o f  Services. DCS/SSS(2)-127 
b. C o n t r a c t  I n f o r m a t i o n  Sheet 



, .Depar tment  o f  Human R e s o u r c e s  
’ T i t l e  xx A d m i n i s t r a t i o n  

C o n t r a c t  Services U n i t  
618 Ponce d e  Leon 
A t l a n t a ,  Ga. 

Page 4 

1. Fiscal  

a. C e r t i f i e d  Personnel C o s t  Record  
b. Month ly  R e p o r t  o f  C e r t i f i e d  C o s t  
c. C e r t i f i e d  C o s t - P u b l i c  B u i l d i n g  
d .  Equipment  Purchase  Approva l  R e q u e s t  
e. R e p o r t  o f  Equipment  Loss or Damage 
f .  R e q u e s t  f o r  Budget  E x p e n d i t u r e  T r a n s f e r  
9. Month ly  S t a t e m e n t  o f  R e c e i p t s  and E x p e n d i t u r e s  - T i t l e  X X  
h. Mon th ly  E x p e n d i t u r e s  - Equipment  and other e x p e n d i t u r e s  
i. S t a t e m e n t  o f  Comparable R e n t  

2. M o n i t o r i n g  

a .  Moni t o r i n g  R e p o r t  
b. R e q u e s t  o f  Funds 
c. Equipment  Control S h e e t  
d .  P e r s o n a l  Service R e c o r d s  
e. C l i e n t  E l i g i b i l i t y  Control S h e e t  
f .  Cl ient  A t t e n d a n c e  Control S h e e t  

#11 ( c o n t i n u e d )  

E x e c u t i v e  O f f i c e  o f  the P r e s i d e n t ,  O f f i c e  o f  Management and B u d g e t ,  October 1 9 ,  1971, 
C i r c u l a r  A-102, A t t a c h m e n t  C. 

“ F i n a n c i a l  r e c o r d s ,  s u p p o r  t i n g  documen t s ,  s t a t i s t i c a l  r e c o r d s  
and a l l  other r e c o r d s  p e r t i n e n t  t o  a g r a n t  program sha l l  be 
r e t a i n t e d  f o r  a p e r i o d  o f  three y e a r s .  

a .  T h e  r e c o r d s  sha l l  be r e t a i n e d  beyond the t h r e e - y e a r  
p e r i o d  i f  a u d i t  f i n d i n g s  h a v e  not been r e s o l v e d ” .  

S t a t e  Archives P e r s o n n e l  h a v e  e v a l u a t e d  the f i l e  series and have r e q u e s t e d  t h a t  
“Program” documen t s  (not “ F i s c a l ” )  be r e t i r e d  to S t a t e  Archives. 

Georg ia  S t a t u t e  3-705 (4361)  S i m p l e  c o n t r a c t s  i n  w r i t i n g  

i n  w r i t i n g  s h a l l  be b r o u g h t  within s i x  y e a r s  a f t e r  the same s h a l l  h a v e  become d u e  
and p a y a b l e .  

A l l  actions upon p r o m i s s o r y  notes, b i l l s  o f  exchange ,  or other s i m p l e  contracts 


